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Job Descriptions

Creative Director

Art Director / Sr. Designer

Graphic Designer

Production Artist

This file contains job descriptions for Creative Director, Art Director, Graphic Designer, and Production Artists. Job descriptions are useful so employees can see what is required for their position. 

It is recommended that you attach a job description to every employee contract. Make sure and have the employee sign both pages.
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Job Description

Creative Director

The function of this position is to oversee and manage the graphic design and production needs for YOUR COMPANY NAME. This position manages a staff of graphic designers who are responsible for creating and producing a wide range of collateral material for outside clients and internal projects.

Key Duties:
• Manage and direct creative staff

• Estimate project costs

• Design and implement creative standards

• Assign all projects

• Approve all artwork and client projects

• Work with outside vendors on quality and pricing

• Develop department policies and procedures

• Provide training when needed

• Manage budget and equipment purchases

• Sell company capabilities to clients

Position Requirements:

• BA / BS degree in graphic design or equivalent education

• 8+ years of department managerial and project coordination

• Organization and multitasking skills a must

• Excellent interpersonal, written and oral communication skills

• Highly proficient in Quark, Illustrator and Photoshop (Mac/PC)

Supervisor responsibilities: Art Director / Sr. Designers, Graphic Designers 
and Production Artists

Reports to President

Employee Signature: __________________________
Date: __________
© CreativePublic
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Job Description

Art Director / Sr. Designer

The function of this position is to assist in managing and creating the graphic design and production needs for YOUR COMPANY NAME. This position will be involved in designing or directing other designers to produce a wide range of collateral material for outside clients and internal projects.

Key Duties:
• Assist in managing creative projects

• Work with creative team from start of design to production

• Estimate project costs

• Design and produce Internet and print projects

• Work with outside vendors on quality and pricing

• Work with Creative Director to develop department policies and procedures

• Provide training when needed

• Meet with clients and provide project parameters

• Sell company capabilities to clients

Position Requirements:

• BA / BS degree in graphic design or equivalent education

• 5+ years experience as a Graphic Designer in a supervisory position

• Organization and multitasking skills a must

• Excellent interpersonal, written and oral communication skills

• Highly proficient in Quark, Illustrator, Photoshop, Dreamweaver and Flash (Mac/PC)

Supervisor responsibilities: Assist Creative Director and help oversee projects created by Graphic Designers and Production Artists

Reports to Creative Director

Employee Signature: __________________________
Date: __________
© CreativePublic
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Job Description

Graphic Designer

The function of this position is to design and produce graphic design projects for YOU COMPANY NAME. This position will be involved in designing a wide range of collateral material for outside clients and internal projects.

Key Duties:
• Design and produce creative projects

• Work with creative team from start of design to production

• Work with Art Director on estimate project costs

• Design and produce Internet and print projects

• Work with outside vendors on producing creative projects

• Meet with clients and provide project parameters

• Sell company capabilities to clients

Position Requirements:

• BA / BS degree in graphic design or equivalent education

• 3-5 years experience as a Graphic Designer or Art Director

• Organization and multitasking skills a must

• Excellent interpersonal, written and oral communication skills

• Highly proficient in Quark, Illustrator, Photoshop, Dreamweaver and Flash (Mac/PC)

Other responsibilities: Work with Art Director on creative projects to achieve creative goals provided by Creative Director

Reports to Art Director

Employee Signature: __________________________
Date: __________
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Job Description

Production Artist / Designer

The function of this position is to work with Graphic Designers on a production basis to produce graphic design projects for YOU COMPANY NAME. This position will be involved in the production of a wide range of collateral material for outside clients and internal projects.

Key Duties:
• Production of creative projects provided by Art Director including print and Internet

• Work with creative team from start of design to production

• Work with Art Director and Graphic Designer on project goals

• Assist in working with outside vendors on producing creative projects

Position Requirements:

• BA / BS degree in graphic design or equivalent education

• 1-2 years experience in an agency or design studio

• Organization and multitasking skills a must

• Excellent interpersonal, written and oral communication skills

• Proficient in Quark, Illustrator, Photoshop, Dreamweaver and Flash (Mac/PC)

Other responsibilities: Work with Art Director and Graphic Designer on projects to achieve creative goals provided by Creative Director

Reports to Art Director

Employee Signature: __________________________
Date: __________
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